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T
he booklet w

ill provide answ
ers or references to

such

questions as the follow
ing:

1.
W

hat are the basic im
plications in the A

ct for
facilities construction? (S

ee page 3.)

2. H
ow

 does a planning group determ
ine the voca-

tional program
 and facilities needed in its

dis-
trict or area? (S

ee page 5.)

3.
W

hat training areas should be considered or
included in a vocational program

? (S
ee page

6.)

4. W
hat are the m

ajor steps to be follow
ed in

plan-
ning and constructing an area vocational school?
(S

ee page 9.)

5. W
hat kinds of consultant services are

available,
and w

here can they be obtained? (S
ee page 10.)

6.
W

hat arethe qualifications and functions of the
architect, and how

 is he selected? (S
ee page 10.)

7.
W

hat factors are involved in site selection and
building planning? (S

ee page 14.)

8.
W

hat general
building

design
considerations

should the board or planning group be aw
are of?

(S
ee page 15.)

9
W

hat kinds of inform
ation does the architect

need to design a building effectively and effi-
ciently? W

ho prepares the inform
ation?

(S
ee

page 20.)
10. W

hat are the detailed facilities planning sugges-
tions to be considered? (S

ee page 22.)
11. H

ow
 are construction costs m

easured?
W

hat
variables should be considered in estim

ating
costs? (S

ee page 25.)
12.

In preparing a capital outlay budget for construc-
tion, w

hat item
s should be included? (S

ee page
26.)

13. H
ow

 and in w
hat w

ays can construction costs be
reduced? (S

ee page 27.)
14. W

here can additional inform
ation about

facilities
planning be obtained? (S

ee page 31.)
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(c) A
 technical or vocational school used

exclusively
or principally for the

provision of vocational edu-
cation to persons w

ho have com
pleted or

left
high school and w

ho are available for
full-tim

e
study

in
preparation

for entering the
labor

m
arket, or

(d) T
he departm

ent or division of a
junior college or

com
m

unity college or university w
hich

provides
vocational education in no less than

five different
occupational fields, under the supervision

of the
S

tate board, leading to im
m

ediate
em

ploym
ent

but not leading to a baccalaureate
degree, if it is

available to all residents of the
S

tate or an area
of the S

tate designated and
approved by the

S
tate board, and if, in the case

of a school, de-
partm

ent, or division described in
(c) or (d), it

adm
its as regular students both persons

w
ho

have com
pleted high school and persons

w
ho

have left high school.
S

chool facilitiesC
lassroom

s and
related facilities (in-

cluding initial equipm
ent) and interest

in land on
w

hich such facilities are
constructed. S

uch term
shall not include any facilities

intended prim
arily for

events for w
hich adm

ission is to
be charged to the

general public.

C
onstructionC

onstruction of new
 buildings and expan-

sion, rem
odeling, and alteration of existing

buildings;
includes site grading and im

provem
ent,

and archi-
tect fees.

O
ccupational ;field -- -A

 group of recognized
occupations

having substantial sim
ilarities com

m
on

to all occu-
pations in the group: for exam

ple,
sim

ilarity in the
w

ork perform
ed; sim

ilarity in the
abilities and know

l-
edge required of the w

orker for
successful job per-

form
ance; sim

ilarity in the tools, m
achines,

instru-
m

ents and other equipm
ent used;

and sim
ilarity in

the basic m
aterials w

orked on or w
ith.

T
he term

 is
applied, in the case of F

ederal
participation in the

construction of an area vocational
school, to deter-

m
ine w

hether a departm
ent of a

certain type of high
school, or a departm

ent or division of a
junior col-

lege, com
m

unity college,
or university provides

"vocational education in no less than
five different

occupational fields." T
he purpose is to assure

that
such schools w

ill have offerings that w
ill

afford pro-
spective students of varying interests a

reasonably
broad choice of the type of occupation for

w
hich they

are to be trained.
D

eterm
inations of w

hat is an
"occupational field" w

ill be m
ade in the

light of this
purpose.
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W
hat are the qualifications of

available instructional
staff?

H
ow

 m
any students are to be

accom
m

odated?

W
hat local, S

tate, and F
ederal funds are

available for
financing the program

?

H
ow

 is the program
 to be financed?

T
raining A

reas in V
ocational E

ducation

A
fter surveying area needs, consideration

should be given
to the follow

ing m
ajor curriculum

 areas
w

hen planning

a vocational facility to
insure the

rounded program
:

A
ir conditioning
and heating

A
griculture

A
utom

otive trades
A

viation
B

uilding construction
C

hem
ical trades

C
om

m
ercial art

C
osm

etology
D

ata processing and
program

ing
D

istributive education
D

rafting

developm
ent of a w

ell-

E
lectrical trades

E
lectronics

F
ood service

H
ealth occupations

H
ighw

ay construction
H

om
e econom

ics
M

echanical trades
O

ffice education
P

rinting
R

efrigeration
W

atchm
aking and

instruction

A
i
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A
F
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E
ducational C

onsultant

Q
ualifications

T
raining and adm

inistrative experience in
education

and research, w
ith planning and construction

experi-
ence. M

ay be a private consultant w
orking independ-

ently or w
ith a firm

, on a fee basis; or a
staff m

em
ber

from
 a university, a S

tate departm
ent of

education,
or the U

.S
. O

ffice of
E

ducation on a service or reim
-

bursable basis.

M
ethod of selection

B
y open selection if the consultant is to be

paid for
his services.

B
y request if consultant service is

obtained from
 a S

tate departm
ent of education or the

U
.S

. O
ffice of E

ducation.

F
unctions

A
dvise the board of education and the superintendent

or director on educational aspects
of the building

program
. D

evelop educational
specifications for ap-

proval by the board of education. Interpret
educa-

tional
specifications to the architect, and check

architectural plans in term
s of the specifications

adopted. C
onduct the educational survey

of the area,
advise on the selection of a site, and

aid in the
selection of furniture and equipm

ent.

A
rchitect

Q
ualifications

T
echnical training and certification in the fields of

architecture and/or engineering; practical experi-
ence; creative ability; business acum

en.

M
ethod of selection

O
pen selectionbased on general qualifications.

C
om

petitive designbased on presentation of
the

best solution in a design com
petition.

(A
 standard form

 of questionnaire for the selection
of

architects, devised and approved by the N
ational

C
ouncil of S

choolhouse C
onstruction and

by the
A

m
erican Institute of A

rchitects, is included on the
follow

ing pages.)
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THE AMERICAN INSTITUTE OF ARCHITECTS 
MA DOCUMENT 

SEPT. MU ED. 8431 

STANDARD FORM OF QUESTIONNAIRE 
FOR THE SELECTION OF ARCHITECTS 

FOR SCHOOL BUILDING PROJECTS 
TEXT JOINTLY OWNED BY NATIONAL COUNCIL ON SCHOOLHOUSE CONSTRUCTION AND 
THE AMERICAN INSTITUTE OF ARCHITECTS. THIS FORM MAY SE DUPLICATED PROVIDED 

IT IS REPRODUCED VERBATIM AND ADVANCE PERMISSION IS GRANTED BY LOTH OWNERS 

A INFORMATION BY THE SCHOOL. SYSTEM TO THE ARCHITECT: 

1 Name of school system: 

2 Name of superintendent or other person to whom questionnaire should be returned: 

3 Size of system (pupil enrollment): 

4 General description of proposed projects: 

5 Approximate timetable for planning and construction period: 

B ARCHITECTS QUESTIONNAIRE: 

1 Name: 

2 Business address: 

3 Telephone number: 

4 Type of organization (check one): 
at 
`z 0 Individual 

0 Partnership 

at 0 Corporation 

QUESTIONNAIRE SCHOOL BUILDINGS 
AIA DOC. $431 SEPT. INS ED. TWO PAGES 

Cii 11011 The American Institute et Architects PAGE 1 
1731 Hew York Ave NW.. Wank Inman. D.C. 



5 Names of principals, professional history. professional affiliation, key personnel, staff organization;

(attach information if you prefer):

6 Attach list of completed buildings your firm has designed during recent years. If you have recently

established your own practice, indicate prior responsible affiliation with other projects, underline those

which you feel are examples of your work appropriate to our problem and which you would like to have

visited. Include cost of building, type of building, location and dates of construction.

7 Give names ti! persons to whom the board of education may write. These persons should have knowl-

edge of your firm and your work:

8 Attach any other material which might help the board of education in giving you properconsideration.

In questions 7 and 8, the board is interested in finding out about your:

integrity

thoroughness

creativeness

adequacy of supervision

business procedures and record keeping on the project

financial responsibility

9 If you are called in for an interview, you will be asked to furnish information indicating:

that your organization is adequate to do the project

that previous commitments will not prevent expeditious planning of this project

that }ou arc willing to devote time to carry out cooperative educational planning with designated

school staff members or committees

completeness of contract documents (drawings and specifications)

QUICSTI0NNA1RE-2CHOOL ammo=

MA DOC. 1431 SEPT. lett ED.

TWO PAGES

PACE 2
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Rowan industrial Education Canter, Salisbury, N. C.

This floor plan follows a more compact design, with the various program areas
arranged in independent suites yet readily accessible to other areas.
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T
he S

ite
S

izeS
ufficient in area to provide space for:

P
resent and future buildings.

O
utdoor instruction and recreation.

S
tudent, faculty, and visitor parking.

S
ite beautification.

S
ervice drives, w

alkw
ays.

Location
R

eadily accessible to drive-in.traffic.
A

vailability of w
ater, sew

ers, electricity, and gas at
reasonable cost.

C
oordinated w

ith com
m

unity planning.

C
riteria for S

election
H

ealth and S
afety

F
ree of excessive noise, odors, sm

oke, dust, and
congested traffic.

S
uitability

A
dequate space for the various types of build-

ings, future expansion, drives, w
alkw

ays, recrea-
tion, parkw

ay.

E
conom

yT
he reasonable purchase price plus site

features w
hich preclude:

E
xcessive excavation and hauling.

S
pecial footings or pilings.

S
pecial installations because of distances to
public utilities.

C
onstruction and m

aintenance of long access
drives.

S
ite D

evelopm
ent

B
uilding located and oriented properly.

P
rovision for placem

ent of the building, drives, rec-
reation areas, and parking space in proper rela-
tionship to one another.

P
rovision for safe approaches to the site.

P
rovision for site beautification.
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rogram

 C
onsiderations

G
eneral classroom

s for lecture or
discussion-type

activities.
Laboratories and shops for dem

onstration
and proj-

ect activity.
P

reparation room
s and instructional

supply storage.
P

roject storage and student lockers.
Library and resource m

aterials.
C

lassroom
 equipm

ent and furniture.

A
dm

inistration C
onsiderations

P
rivate and general offices.

G
uidance, counseling, and conference room

s.
H

ealth clinic.
C

afeteria and food service.
P

ersonnel records vault.
C

ustodial and m
aintenance shops.

C
entral supply receiving and storage room

s.
T

oilets, drinking fountains, and rest room
s.

E
nvironm

ental C
ontrols

P
roper heating and ventilation to

control room
 air

tem
perature, hum

idity, purity, and
distribution.

A
coustical treatm

ent to control or
m

inim
ize sound

transm
ission in and betw

een classroom
s,

shops,

laboratories, and other areas.
B

alanced electrical lighting, natural
light, and in-

terior finishes.

A
uxiliary N

eeds
E

lectricity, gas, and w
ater.

S
ew

age and w
aste disposal.

Inter-com
m

unication system
.

P
rogram

 clock and em
ergency bell

system
.

C
losed circuit T

V
.

A
rea and S

pace R
elationships

P
roper relationships of each area to

others to facili-
tate traffic flow

, reduce noise and
confusion, and

to com
plem

ent program
 planning.

N
oisy areas separate from

 other areas.
E

ase of m
ovem

ent of supplies and
equipm

ent.
A

ccessibility of parking areas to the
adm

inistrative
offices and instructional learning areas.

V
arious room

s or areas zoned for independent use as
needed or desired.
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P
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P
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E
D
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IO
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A
L S

P
E

C
IF

IC
A

T
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N
S

W
hat A

re T
hey?

T
he w

ritten outline of the vocational and technical
education program

 and the facilities needed to
accom

m
odate that program

.

W
hat A

re T
heir V

alues?
T

horough exam
ination of the needs w

ill:

S
tim

ulate m
ore effective planning.

P
rom

ote econom
y in planning the facilities.

A
id in determ

ining the num
ber and types of room

s
and space to be provided.

S
erve the architect as a guide for building design.

S
erve the students, faculty, and staff as a guide to
utilize the building m

ore effectively.
P

rovide for m
ore cooperative planning and under-

standing of program
 objectives.

E
m

phasize the com
m

unity's objectives and aim
s for

the vocational and technical education program
.

W
hat D

o T
hey Include?

G
eneral requirem

ents

S
tatem

ent of the philosophy and objectives of the
com

m
unity for its vocational and technical educa-

tion program
.

A
 plan of the proposed vocational and technical edu-
cation organization, program

, and the groups to
be accom

m
odated.

A
 description of the educational facilities needed.

D
etailed requirem

ents

S
tatem

ents of the philosophy and objectives of each
of the subject offerings.

S
pace requirem

ents, num
bers, and kinds of room

s
needed for each subject field.

S
pecial

utilities and service needs in shops and
laboratories.

R
elationships of spaces required or preferred.

E
nvironm

ental factors needed or desired.
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ra
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C
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In
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 b
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F
ur

ni
tu

re
 a

nd
 e

qu
ip

m
en

t t
o 

be
 h

ou
se

d.

C
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W
ho

 D
ev

el
op

s 
T
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m

?
A

 c
om

bi
ne

d 
ef

fo
rt
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he
fo

llo
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g,
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pe
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r 
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e
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l a
ut
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y 
of

 th
e 

lo
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l b
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of

 e
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n:

A
dm
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e 

st
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f.
In

st
ru
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na
l s

ta
ff.

E
du

ca
tio

na
l c

on
su

lta
nt

s.
A

rc
hi

te
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s.
La

y 
gr

ou
ps

.
S

tu
de

nt
s.

O
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up
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y 
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ou
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.
R

ep
re

se
nt
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om
 m
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d
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r 
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P
rogram

 P
lanning

V
ocational education is designed prim

arily for those w
ho

have selected a vocational objective and w
ish to prepare

for full-tim
e em

ploym
ent in their chosen field.

V
ocational education operations taught should closely

parallel accepted industrial practices.

P
rogram

s and facilities should be planned and arranged
so that day and night extension classes can be scheduled
in the sam

e room
s.

C
areful attention should be given to include those pro-

gram
s w

hich w
ould be of greatest benefit to the largest

num
ber of students. S

om
e program

s m
ay dem

and cer-
tain kinds or sizes of expensive equipm

ent w
hich m

ight
preclude other offerings of greater instructional benefit.

S
hops should be designed to m

inim
ize the possibility of

personal injury to occupants, dam
age to equipm

ent, and
discipline problem

s of inexperienced youth.

Location of R
oom

s

V
ocational buildings should be designed to harm

onize
w

ith surrounding buildings.

S
hops should be separated from

 the general classroom
s

because of (1) the noise in the shops during instructional
periods and (2) the necessity to m

ove vehicles and equip-
m

ent in and out w
ith little confusion.

"H
eavy" shopsautom

otive, aircraft,
building trades,

m
achine--should be located on the ground floors and,

preferably, in one-story buildings.

"Light" shops and laboratorieselectronics, barbering,
cosm

etologym
ay be located on an upper floor and near

regular classroom
s.

C
oncrete aprons should be provided adjacent to the shops

for outdoor instruction, storage of vehicles and equipm
ent,

and m
ore convenient access to the shops.

E
xterior storage areas should be protected w

ith chain-link
fences and locked gates.
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afety P

recautions and E
quipm

ent

P
roper kinds of fire extinguishers

should be provided in
the shops and laboratories.

H
azardous m

achines m
ust be equipped

w
ith adequate

guards and surrounded by
guard rails appropriately

painted.

S
w

itches on pow
er-driven m

achines
should be of the safety

type and placed to avoid
accidental contact.

A
U

 m
achines should be controlled

by a m
aster sw

itch
under lock and key.

S
afety sw

itches for em
ergency

should be installed through-
out shop and laboratory.

A
ll m

achines and m
otors should

be grounded.

A
dequate provision should be m

ade
for safely handling

w
aste m

aterials, oil, and paint rags.

D
ust-collecting system

s should be
provided each w

ood-
w

orking m
achine.

E
xhaust from

 all gasoline or diesel
engines should be

m
uffled and connected w

ith an
underground exhaust

system
.
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6.
A

vailability of utilities.
7.

G
eographical location.

D
esign and type of

building planned.
9.

C
nnstruction m

ethods utilized.
10.

m
aterials.

11.
C

ost trer),.1.
12.

A
vailability of

<
r for skills

required.
13. A

m
ount of off-site aria O

n-5;
construction nec-

essary.

C
ost E

stim
ates of S

chool
C

onstruction

1.
Indicate financial and educational

program
 lim

i-
tations w

ithin w
hich the

bcord and the architect
can plan facilities.

2.
P

rovide opportunities to add or
delete alternates

on the bidding
for contracts.

3.
M

ak, it possible to plan for
quality and quantity

of space m
ore scientifically.

4.
E

nable educators to establish
and adjust prior-

ities for program
 planning.

P
roposed C

onstruction B
udget

Item
s

1.
Land acquisitions

2.
B

uilding contracts
a.

G
eneral

b.
H

eating and ventilation
c.

P
lum

bing
d.

E
lectrical

e.
O

ther
3.

A
rchitect fees

4.
E

ngineering services
5.

C
onsultant services

6.
A

dm
inistrative expense

7.
Legal services

8.
'serest during construction

9.
Insurance during

construction
10.

S
ite developm

ent
11.

C
ontingencies

12.
C

lerk-of-the-w
orks

13.
F

urniture and equipm
ent
T

O
T

A
L

,,,
,1,0
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A
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D
esign for m

ultiple use of m
aterials;

for exam
ple,

com
bination roof and ceiling.

F
urniture and equipm

ent

S
elect proper types and kinds

needed for the particu-
lar vocational program

s.
Locate heavy m

achinery near the service doors w
hen-

ever feasible.

B
uilding m

aintenance

P
lan a program

 of preventative
m

aintenance.

P
lan for stability and low

 m
aintenance

costs.

A
dm

inistration
S

elect architect, legal counsel,
educational and other

consultants in the early stages of
planning.

A
rrange detailed and specific

contracts w
ith each

consultant engaged.
P

rovide am
ple tim

e fqr each of
the planning steps.

E
m

ploy a clerk-of-the-w
orks during

the construction
phase.

F
inancing

M
aintain construction cost com

parisons.
P

repare a capital outlay budget.
S

tudy m
ethods of financing.

S
tudy bond interest rates.
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l p
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, d
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 b
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m
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l m
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 c
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.
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lanning area: A

n area w
ithin

the shop, equipped w
ith

tables, draw
ing equipm

ent,
reference m

aterials, and the
like, w

hich is used by students
and instructor for planning,

and laying out instructional jobs or projects. T
he planning

area can be incorporated
in the instructional area.

P
roject: A

 com
plete object

built or constructed by a
stu-

dent or group of students
for instruction purposes.

S
afety zone: A

 zone around a
m

achine or w
ork area,

usually outlined w
ith a painted

stripe on the floor, outside
of w

hich a person is safe from
possible injury.

S
chool plant: T

he total physical
facilities of a school,

usually confined to one cam
pus or

general area.

S
ervice entrance: A

 door or
entrance large enough to

adm
it a delivery truck.

S
hop, "heavy": A

 term
 som

etim
es

used to indicate a shop
requiring large and heavy item

s of
equipm

ent.

S
hop, "light": A

 term
 used to

indicate a shop, such as
com

m
ercial arts and radio shop,

in w
hicl

little,
if any,

heavy equipm
ent is required.

S
hop area: T

he total area of a
shop used for instructional

purposes, exclusive of
classroom

, w
ash room

, toilets,
and

the like.
S

upplies: T
hose expendable item

s
w

hich are necessary for
shop instruction but w

hich do not
necessarily becom

e a

part of a job or project;
for exam

ple, fuels,
lubricants,

abrasives, cutting tools, files,
sm

all drills, fastening de-
vices, pencils, erasers, and

sim
ilar supplies.

T
ool panel: A

n upright
w

ooden surface for m
ounting

hand

tools and sm
all equipm

ent
used in shop instruction.

T
rade preparatory shops: S

hops
operated by the school

to prepare persons for an
occupation.

U
tility m

achine: A
 m

achine for
general use in any type of

shop w
ork, including shop

m
aintenance; for exam

ple, drill

press, grinder.

W
ork station: A

 location w
ithin

the shop w
hich has the

necessary facilities
for one student to w

ork as a
part of

his daily instruction; for
exam

ple, individual m
achines

(exclusive of utility m
achines),

w
ork benches, and tool

room
s. A

 shop m
ust

have at least as m
any w

ork
stations

as there are
students enrolled in a given class.
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